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The field of industriel reletions hea made striking advenees in 
recent yeers. The scuts shortages of menpower curing the lact war has 
brought 2 realization that manpover utiligation and congervation are 
et primary importance to the nation. The inductrisl strife, the 
national defense pregrem anc the high level denund for uenpower during 
the pestewer years hes emshasizec the iuportanes of soundly conesi ved 
ang effectively udministered industrial relations. The work of this 
thesia was to prepare a prosedure for the appraissl of Vergonnel 
practices in eae Nayel Industrial Activity. 

The procedure consists of a ebeck list of questions on industris2 
relatione and personnel practices, The answera to the questicns are 
either “yes* or "no." A "yar" anewer (adieates performenee of en 
aeoepted personnel sractice or acherenee to a principle of persennel 
practices, The coverage of the cheok list is broad and, although 
Giveoted primarily for use in Navel Activities, it ia adepteable for use 
in almost eny organization, 

The check list ic divided into fifteen sub—divieicns which gives 
an indication of ita coverage. They ere es follows: 

1. Generel: Functions which concern the department es a whole, 
including public relations, 

2 Orgenizationt A check on the organization of the Activity as it 
pertains to personnel relaticns within the Activity. 

S. Recruitwent and Enployment: The srocedures used in reerviting 
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4 Placement and Inductions The plecanent of enployoes in the job 
to whieh they are best suited and their introduction to the Activity 
and to their jod. 

§ Training: The industrial treining ené educetion of seployees snd 
mapng ment. 

& Wages and Hours: The compensation end working houra ef employees, 

7, Lavor Turncver, Absenteeiam snd Tardiness: Thovge practices 
pertaining to the listed conditions, 

8 Healtht The maintenance of health of enployees, 

9. Safety: The maintenance of a aafe plece to work. 

10, Merit Rating: The svyaluation of exployees. 

li. Promotions, Transfers and Layoffs: The practice pertaining to 
these items, 

12. Morsiet The maintenance of moreie among employees, including 
diseipline end grievence handling. 

13. Suygestions: The administration of e suggestion system, 

14. Brployee Services: The maintenance of axployee services, 

15. Resordat Tho weintenence of proper records, 

The orocedure was conducted at the U. &. Naval Aneunition Depot, 
Crane, Indiene end the U. 8. Navel Ordnance Plant, Iindiangpolis, Indiana, 
This appreisal wea sade to check the effectivenesa and coverase of the 
provedure and its cheek list. The information gained in the appraisel 
is recorded in the thesia, 

The applications of the cheek list gave a measure of proof thet 
the precedure was sound, The check List enables the a »praiser to 
deterzine occeptable practices in common use in private industry end not 


used st the Activity, and practices in use at the Activity which sre not 









Oot te) Mere Ww ete WE yndvmuiNE Ge Meee 

write of age tae One cae 

a 

tne meebo Yo autAse hae aldol dntabanbal At cient 





ore it eer hor im slime it | ie 





“easels nt 10 voccomtnien AE wnt ; 
ve 20 wenn emt» V0 peels rh re : 
te 
sf petatateey ps mseny ¥6F aTayad ta rytoweT yaanseMmoe’ abt 
ser ew 


— > 


pathaleat weeyoiem pxeam aleros ta saveernnrm ort wart Bi, 
|  qalbens cnmmieg Opp extiggmll 
ate oUt mage + 10 AaLTrnbaLabchs SAT amd rm d 
Lee IT COTRLO” Th conten eosel OC? ee ited wont at 
abtown weyny Te evanmiatan oe a AL 

Pee cali temas Hrve of «2 odd fe keevuhers Gam pentmency oct 
seers’ + ammas tng? qrent? mammniens Lovell bi oy tae ewent meg 
o88 We servers: fone wescerctorl'te wht ele ov Ghee qt dee leueys ee 
Soegomeye ad of Remain aeleewers et awl dedi deeds ont Dee etubnoony 
saloere oot a) teiromes a) 

eet Uae. to reviews uw ovey Pil Sate oe! Yo eundteerince onF 
VO ges ketene O00 evitens Gols deuie ait , ue ow eUrecy oat 
dae Re TUM eas eeawit, 4) me eeeme of amclieers «lieturecs 20 ete 


—= 


we 2 eh Weve off fe oom A! ametforrs ke artir ives of% ty few 





in aceordance witb accepted srastices of srivate industry. The 
coversge of personnel practices and functions of an induetriel 
relotions department appeared to be sdecquaete. The spplicatione showed 
that the eheck liat, due to its neture, wes applicable to different 
types of activities and would be useful for a cemperison of sersonnel 
practices between Activities, 

The check lict is a tool for personnel workers. It will serve 
aa a guide to indicate prectices which werrent investigation or 
enalysis, The thoroughness of this eubseequent investigetion of 
enelysis determines what mey be gained from the noplicstion of the 
preocadure. 
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A PROOMDUS# TOR TRE AQPRALUAL OF FO NMOL PRACTIORO IN A 
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BUTIVITY 


The iret two forld farses heve shown that tie incudtrial sight of ea 
netion is of prieary ixportence in ite tefense. The industriel know-how 
and production facilities cf 6 netion are juet ea much @ pert of its 
sefense program e@ ite Araed Fores3. The sverstion ani maintenance of 
tie Armies, Navies and Air Forces of toony revuire un emourt of material, 
of srovuction feallities and of repair facliitiss thet would stageer the 
imegineticn of a pervon of fifty yo rs age. 

The Nery has, from almoat ite very beginning, mainteined industrial 
activities for the support of the fleet. in the beginning these activities 
were fer anc, for the most part, consisted of shipyerds en the Naval Gun 
Factory. The scoeslexity of mocern warfare is such that the building, maine 
tenance, and operntion cf the Navy, require the produets of practically 
every type of privete induetry of this country sno of menmy producte thet 
ere peculicr to the Nevy. It is primarily tor the production of this 
latter type of prouuets thet the Navy maintains an¢ overstes industrial 
activities. 

Just as the peacetime Nevy is the mucleus from wiiich a wertine Navy 
must grow, these industriel activities orovice a nmicleus® of industriel 
knowehow and production facilities from which the ezeended industrial 
needs of tho wartbee Nevy, for products p~eouwlinsr to it, must erow, The 
efficient, economical mengcecent and operstion of these sctivities is a 
problem of orimery importance to the Navy en to the Nation. An 
important cart of thia lies in tne field of persennel wanegemert and 


industrial reletionsa, 
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inéustrisl relations to the forefront in industry throughort the 
made, Kany of these advences reflect the influence of Forld fer It 





during the last war made the effective utilization of manpower e 
necessity. Ia any future war the shortage of uanpower will probably 
be more acute; therefore, it is teportant that the Industriel Relations 
Departments of these Activities be efficient end up-to-date. 
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PURPOSE 


fhe purpove of this thesis is to provite e procedure by shiskh 
the personnel practices of a Neval Inéustriel Aetivity may be appraised. 
Personnel relations i8 a varied and cynemie field, that is to say, it is 
continually changing ant varies im meny ways. What mey be & geod personnel 
practice today msy not be acceptable in the near future. By the same 
token, a personnel practice rey be effective for one industry and useless 
fer ancther. Nevel Industriel Aetivities are loceted in various types of 
communities throughout the United States ond its Territories. The 
functions of these Activities ere diverse. These eonditicns make it 
necessury that any procedure, if it is to be useful, must cconeern itself 
with thoge personnel practices which apply to all types of industrial 
orgenisaticns, 

The proeeture, to meet the above requirements, must be esncerned 
primarily with the underlying prineiples of good personnel relations. 

It muet be broad in ite Beoye ané of such a nature that it is not subsect 
to conditions which sre purely locel. 

The next step wes to decide what was to be used ag e criteria for 
establishing good personnel practices. The grest body of the literature 
on industriel relations is concerned with relations in private industry, 
For this rosson the eriteria eztablished was that the practice must be 
one which is eommonly aceapteble in private industry ané whieh has been 
auceessfully usad, 

The purpore hes te be further clerified., It must be decided what 
the procedure is to nccomplish. The established eriteria simplifies 
thie decision to some dexree since any crotuct of a srocedure based on 


this criteria will be aomewhat of e comperisgon of personnel prectices 
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the appraisal a threefold empect: First, to determine whether or not the 
aceeptable; sseond, to ceteraine preetices which ere eceeptavie in orivate 
industry end not weed et the Activity; third, to show differences «whieh 
exist between personnel prectices of different Activities. 
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PRECARATION OF THE DROCZDURE 


Phe preparation of the proeeduro consisted primerily of making 
uy a cheek List of questious which covered all the normel duties of 
en industriel reletions department. The literature of perscnnel 
relations contain meny such liate in the form of industriel relationa 
department audits. The majority of these audits are of a very senerel 
nature, and their covernge in most eases 13 {neomplete. On the other 
hand, moct of the detailed check lista seem to have been mace for a 
particular company and are really a cheek-off liat to see that the 
industriel relatione depsrtment earrica out ite easigned functions in 
a prescribed manner. 

The cheek list orepared for this proceedure of appraisal, to 
mest ite aims, must be extremeiy broad in ite seope anc not aimed at 
performance of essaigned functions, but one which will show the soundness 
ef personnel practices. it has been otter ted to embody ia this cheek 
list the orinciples upon which sound personnel practices ere besed, 

Toe firat etep in the vreporation of the procecure was to determine 
whet was to be considered a personnel practice. In e« broad sense, 
thie woulc include practically eny function in en industrial orgonizetion, 
however 1% was decided to limit the secpe to those functions which are 
noranlly the cuties of sn industrial reletions denartment. There ia 
general agreesent among the rutrors of incusetriel relatieons texts and 
erticles as to the functiona a peraonmnel Gepertment should perform. In 
a large portion of srogreseive industrial concerrs this recomended 


assigrment of functions is followed, 
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It wes deeideé for the purpose of organizing the check list to 
divide it inte fifteen of the common functions of an industriel 
reintions desartment. These are sa follows? 

1. General: Functions which concern the ¢enertrent as a whele, 
ineluding public relations, 

2 Organisations A check on the onyenization of the Activity s8 it 
pertains to persennel reletions within the Activity. 

8%. Reeruibment and Employment: The procedures used in reerul ting 
and @erploying workers, 

4. Plecement and Induction: The placesont ef employees in the job 
te which they are best suited and their introcuction to the Activity 
ang to their job. 

5S. Training: The industrial treining ond eduecction of exployees 
and manecenent. 

6. Wages end Hours: The compensation end workim, hours cf employees, 

?. Labor Turnover, Absernteeian ond Terdinesa: Those preetices 
pertaining to the listed conditions. 

6 Health: The maintenence of heslth of excloyees, 

2. Sefety: The maintenence of a safe ylece to work. 

10. Merit Reting: The evaluetion of employees, 

11, Promotions, Trensfers end Layoffs; Tre preotice perteining to 
these itens. 

12. orale: The maintenance of morule enong exployees inelinuding 
diseipiine and grievance handling. | 

13, Suggestions: The edministraticn of a suggestion system, 

14, Employee Lervices: The maintensnce of aiployee servicer. 


15. Keoordas The mointenance of proper reeorda, 
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Two functions which are normelly included in the duties of the 
industriel relatione department, nemely collective bargeining and untion 
relations, have been omitted. This wes done beesuse these funetions 
are ao markedly different in gevermment servico from whet prevsile in 
grivote industry thet it was felt thst no real comssrison could be meade, 

The formulstion of the check list cuestions wes a process of 
elimination. It consisted firet of a survey cof the literature on 
industrial relotions and vergonnel management. The srinoivel sources 
of material ere included in the bibliograpky. The informetion and 
practices gzined from these sources were recorded in the form of questions 
wnich would indlests the performence of a z00d€ preetice or the edherence 
to the orinciplee of zood industrial relations. A complete list of 
questions for esch sub-division was prepared. 

The following questions were then epplied to ench of the questions 
on the check list: 

le. Do antborities, in general, agree that the practice is 

aacentabl a? 

2, Does the practice sceomplish some useful purpose either 

with respect to managenent or employees? 

3. Does the wractice conform to accepted psychological princi ples? 

4 Hes the oractice been successfully usec? 

5S. Is it epplieable to industry in genersl? 

Those guestions which cid not meet these re juirements vere 


eliminated. A survay of industrisl relntions practices by 
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Seott, Clothier ond Spriegel> was oartioculerly useful in the preperetion 
anc checking of the cuentiona of the ehesk list. 

The questicna on each aubedivision were then checked to see that 
they cave the coverage desired anc were arranged to ineure continuity, 
The check lict was then checked sa a whole to oliminste durlicetion and 
for sompletensss of coverage, 

The completed cheek list (see Appendix A) was subwitted to the 
Industrial Relaticne Steff of the General Engineering Denartrent of 
Purdue University for review, both eas to completeness of coverage 
end for the elirinustion of amy inticeted nractices wiich vere not 
entirely aceeptable, Any questions to which there were objections vere 
either dicesrded or revyieeé to remove the chjecticneble feature, 

The check list has been xusde ag general az possible and sa such 
it should be adaptable to use in any industrial plent. The cheek list 
ja not in eny wey « cheek as to hew the instructions of the Civil Service 
Commission cr the Nevy Desartmeat sre carried cut. It is only a check 
as to how the peracnanel practices of the Activity compare to the 


practices which sre generally eecesteg in private industry, 














L Seott, Balter Dill, Clothier, Robert C., and Spriegel, Willie R., 
Personnel Kanayerent; New York, HeGraw-Hill Company, Ine., (1949) 
Appendix A. 
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APPLICATION OF TRE vROCEDO: 


The preof of the usefulness of eny precedure lies in its 
epplieation to the task for which it is ce¢igned. The real work of 
the thesis was in the preperstion of the check list. In order to 
show ite usefulnese end covernges it was nevesaary to conduct the 
preeedure at Naval Industrial Activities, 

The procedure was concucted at the United States Navel Ordnance 
Plant, Indianepolis, Indisne end the United States Navel Acnunition 
Depot, Crane, Indiane. These Activities were selected for three 
reugons, Firat, the author was famllier with the Activities; second, 
their location and the surrounding community were Gissimilar; third, 
the tyre of work done by the Activities was different. 

The U. & Nevsl Ordnance Plent, Inidianerolis, Insciane is a ashore 
estavlisknent of the Kavy Department uncer the management control of 
the Bureau of Ordnence. Its work is well cescribed in ita mission, a 
shore establigiment for resenroh in and engineering development of 
aviation ordnance fire control esguipment, the wonufacture of Line 
meintenance Spares, and the overheul, modifivation and modernizetion 
of fire control instruments, inoluding racer attachnents and 
accessorios, The Activity is simiier in many respects to a pliant 
ef private industry engaged in the manufacture of precision instrssente, 
beth mechanical emt electrical, The seconplishment of its miasion 
reyuires large research and engineering atsffs, The nature of the work 
of the Activity requires thet a hich percentage of ite workmen belone 


to e#killed anc semi-skilled tzades, 
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fhe plent consiate of one main building, 
and associated facilities auch «3 yvowernouse ond warehsuses. The 
pient's buildings and equigsent are scdern, It ia air eonditioned 
throvghout, and in general, the working conditions at the plant are 
exeelient, The lecation of the plant in en urben community assures 
ready access to an ample labor market containing the types of employees 
desired, The present working foree of the Activity ia 1,425 employees, 
Thie Activity will hereafter be referred to 23 NOVI, 

The U. S. Nevel Aweunition Depot, Crane, Indians is «2 shore 
establistent of the Navy Departuent under the managerent control of 
the Bureau of Ordmence, It is located in south central Indiena, 

65 miles southwent of Indienevolis, in an ivoleted, rural community. 
The mission of the Activity in to usnutecture, store and overheul 
emmunition, emzunition components, end material, and to auyply these 
items to the fleet snd other ordnence establishments. An additional 
function of this Aetivity is thet it serves as e major souree of 
supply in the Ordnence Suopvly System, end as such operates lerze 
warehouses for the handling ane storing of orénence eyuioment of 

ell types, 

The facilities of the Depot are moéern., Meny of the production 
facilities are lsid up for preservation or in o atendby stetus, At 
the present tine approximately 500 employees are engazed in production 
work, enother 400 sre engaged in clerical, supply or fiagceul work end 
most of the renainder cf its 2,170 exeployees nre engaged in what may 
be deseribed a3 materials hendling. The mejority of the work of the 
Activity, exee,t im the preduction feecilitios, does not reguire 


e:ployees from whet 18 normelly deecribed sa the skilled tredes, 
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The location of the Depot ona its sise, 100 squere miles, present 
many personnel problass not experienced at NOPL. Separetion ef factli« 
ties, the reerenationsel facilities of thea community, the lack of ready 
eosess to en ample labor merkat, and other items of Glreat eoncern to 
the industriel reletions department are among these differences, The 
Depot will hereafter be referred to as NALC, 

The cifferances in location, the surrounding community, and the 
type of “ork emply fulfill the reasons for the selection cf thease 
hetivities. The author was attached to each of the Activities for 
approximately one month in connection with e field trip for the U. 5, 
Rayel Postereduate Sehool. This time was spent in a deteilec feriliarie 
gaticn with the work, methods end organization of the Activities, 

The normal method of application of a procedure of this nature 
would be the use of the check list os an eudit of the industrial 
relaticns desartment by sersonnel of the Activity coneerned, For 
this reason the procedure wns conducted at each of the Activities 
in the following manner. The cheek list was submitted to the Head of 
the Devartront of Inéustriel Relations of each Activity, The surpose 
of the check list wes explained, and he was askad to designate the 
most guslified peraon to answer the questions. In all ceases the 
questicna were eei.ed of either tha head of the denertrent or the 
head of the division directly eoncerned with the item, 

The questions were exslained where necessary7; comments on the 
eptness of questions and the completenesa of eoverave of the duties 
ef an industricl relations department were weleowed enc noted. It 
was recuestec that in ease of Goubt 28 to the fulfillment of the 


conditions deseribed by the quection that the anaver be "no.* The 


SrwOeTy ee lid &hcpe OL eid 0! dee Peet OW be entieend eT 
-Ci:eet YW aniveted .fWE Hl Secure fea bee te) ewe, Cee 
vees "Cored off, Lee oft to wiellfut! Aeeditewwer av aes 
OF AMA Peet UH MMMET ARTO tom yA MENDON a Om ae OP mine 
OFF PenRAE th comnd pram oun seme acas sonthalore L-ierwmnes mt ry 
we 02 omens rw me (AL om ot Lert af wet Sie Tome 
gmp eee yorkemast pelhareeun it estfmand ot semape th ih ad? 
eter Vo snitem[ee say gah Gaonowy od LERLA (ine Soe to emt 
WIT Gel IFLEBA GRE Vc Goat OF Eeeadte see coches ee peed tyed 
2 ofF wat chee biuid 9 le GobsueEE ut deve Sco + Pe TES 
ofraliinety Selicth® © 6) teeqy Go OeeP AACR .fcmte «Veieqgewt Let 
be ath Ge wultat eo WED «hadew | eee ent Cree cette 
mere wid te Cwdevor « To uo iretiqge Te beter Iserce ach 
Cotepeetet eet YD Pikes ow ee Tall dood. et th owe ote of fee 
vet .ertessou Whiviteod ey to Lenco ed see ees rotted 
Oe ETERS One Yo Dee fe adobe te rele O4/ Gomes oly 
+o (wll al of bedi ieiee cae bolt Seals nS jens gnlenCiet eff ai 
eeortim eT ot PCR done Ve swebialad Detctental te feactwett ony 
edt eben nod cf deme Gam Od bce ,deainbewe sow fell amd oid De 
wht eeree Lie 62 wnctiphfwem ets were of weewee Bell Siew, feo 
OG) 6C fue ened 0 tc hood Of wet lo hae OOM EnetTReeD 
Att elf BTL sowrebhce YLIOWTID 2edutvt) emf to cued 

a0? 6: Sfanampe | (uuameeres ewam Seca hogs ones «or iowuy + 
So2TSD 209 7S CawTIWTO FO Beene ee Lcrew Mf far Settee To een 
i hetomy bow Yomiow oreh TENT eO Lamctedoy te frteunee Of to 
oF to POwEZEITivt OOF of te 20d to eee af CA0F Cheers Ge 
we yee? Od there BEF Ter Meee ae OF Pat leeeed were inaee 








responses te the check list questions are listed in teblee 1 through 
15. Teble 16 containe a sumeory of the answers as oa whole end by 
sub-divisions. (See Appendix B) 

The questions, after apoliceticn, were, in « few cages, cvanced 
to clarify the meeninge The coverage of duties and functions appecred 
to be adecuate, The comments of the personnel of the Activities on 
the questicns and anewers are not included but ere used in the 
aiseussicons following this section. 
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DISCUSSION OF THE RECULTS OF THE APPLICATION OF TSK PRhOCRDURE 


The Acceptability of Personnel Frectices 

The first of the purposes of the cheek list is ta d&etarmsine whether 
oer net the Industrial Relatione Depertment is using preeticas which ere 
generally seceptable, A review cf the answars of both Activities at 
which the eppraieal wes conducted incicates that the prectises used ere 
generelly acceptable. This contention is supported by the preéGominenee 
of “yes” eanewers in nearly overy field. Table 16 (see Appendix B) shows 
® sumeary of the answers in each sub-division, giving the number of 
poesible answers, the number of "yes" and “no” ecnewera, and tre 
percentase of “yes” enswers, The overall percentuge of "yee" answers 
was: MDPI, 94,94; RADC, 80.4%. Further investigation of the "no" 
answere shovs that with 2 few excestions most ef these “no" answers ere 
beexuse of omission of practices rether than not generslly aceanteble 
practices, 

Queetione 267 and 274 ere of interest. Both cquesticns deel with 
the eeverencea colicy of the Activity. They aret 


267. Ie only the employment history of an exsloyse used to 
determine the persons to be effected in a leyoff? 


274. Is the severance policy fair to manacerernt in that in 

ease Of stringent cut-baecksa, a competent work force, 

conteining key espleyees, will be retained? 
The enswer te both questions was "no" at esch Activity. This eondition 
ia drought about by Veterans Preference Act, which gives to vweterens 
preference in axployment end in reductions in forse in ell goverment 
exnployment, The guestion az to the advisability of this preference is 
not ceult with, but from the standpoint of retention of beet cualified 


enployess Gurin; reductions in force end for the emcloyment of the 
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verson beat suited to e job, this greetice eculc not be considered 
“ood or efficient from the management's vlewocint. 
This veterans preference hes a yery pronounced effect in 
erployment and in the eorpesition of the work force. This preference 
sets in some reapecte to limit the selection of workers to vetersna, 
fhie Limitation on selection kas not had a great effect in recent 
yeers primarily because a large pert cf those seeking employment sre 
veterans. Its effect in the future reseins to be sean. Its effect 
upon the conposition of the working foree is readily shown; spproximetely 


7% of the exployece st HALC are veterans, 


Personne) Preotices Used at the Newel Industrial Activities 
Gononred to thoee of Private Industry 

The second of the purposes of the procedure was to cetermine the 
practices used in private induetry and not used at the Navel Activity. 
In order to secomplish that purpose each of the sub-divisions of the 
check list will be discussed. 

In the genersl aategory, the only existing difference that was 
revealed wee thet a written statement of personnel policy wes not 
presented to etployees at ROPI. The personnel policy of the Navy 
Department is given in the Navel Civilian Personnel Instructions which 
ceale with all phases of personnel work. A statement of policy ia in 
the process of being prapsred at this Activity which will meet the 
rejuirezente of the cheek list, 

In the organization sub-division, the care and study that goes 
into the organizstion of govermment functions is reflected. In the 


cease of both Activities all enswers were “yes." If anything is 
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indiested at all it might be thet too much relisnee is out in the 
adage that organizetion cures aii ills, 

The reeruitment, employment, seleetion und induction of workers 
Will be discusané as cone unit. The individuel Activity, othar then in 
the inducticn phase of the shove items, has little letituce for adevting 
thease practices to the particuler needs of the Activity. The manner in 
whieh recruitment, selection end exployment ie enrried out are cre 
seribed by law or by decisions of tre Civil Service Consission. 
Primarily the differences from private incustry thet do exist lie in 
the teating of applicants; these differences were reflected iu the 
anewers to the check list. For most Group lI and Group III workers 
(these groups contein the majority of skilled enc semi-skilled sorkers) 
their selection for employment is besed primarily on an eveluetion of 
their experience and versonel dnta. The vae of tests, the proper 
valicetion of tests, end the design of teats for use in the Civil 
Service are fields in which much advencecent could be made, At the 
present tize there is e great deol of researen being conducted by the 
Civil Service Commiesion in those fields, The induction procedures in 
genernl conform to what is nceested as good practico in iniustry, 

Training in the Naval Industriel Activities plays an important 
part. A pert of the resson for their existence lies in their being 
eble te furnish treined sersunnsl for certain tyzea of industrial 
jovs; therefore, it 1s of importance that they have a competent, walle 


trained Ilsbor force. The Gifference shom to exist by the cheek list 


was the laek of enalysis of the results of training for particuler 
faetora auch a& cost compared to suvings, oxsocuctivity, weste ond 


@poilege, ete. It would be, in memy eceses, extremely hard for theze 
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Aetivities to analyse training with respect te thesa factors due to 
the nature of their work; however, when yossible, enclyses should be 
made in order te properly evelunte the resuite of treining end to 
justify the experse of treining. 

Tre hours of work, wage payments, methods of wege peyment ond 
other iteas pertaining to wages, for the mest part, are more fevorable 
to asployees then those of many incustries. Wage pcysents to certain 
classes of employees, eapeciclly the ezecutive snd professionsl classea, 
are teo low, Two practices which ars in eomon use in private industry, 
but, a& ehowm by the check List, not used in these Naval Activities are 
the payment of severance pay to workers snd the use of wage incentive 
plans. The nonpnyment of a severance sllowance is more then offset 
in seme cases by the fact that employees are sllowed to accumulate 
65 cays lesve; employees are paid for any aceumulatecd leave when 
exploymant is terminated. Wegs incentives era not used in government 
service. It is feasible thet in certain Activities thet the use of 
wage inoentive plana would be beneficial. 

Lebor turnover, sbsenteelmm and tardiness ere not subject to 
rigerous analysis in these Activities as practiced in some private 
industries. This is cue in most part to the fact that lebor turnevrer 
in recent years, because of reductions in foree, hse not been a 
problea. The real problem for the Activities has been to reduce the 
levels of anploymont, consequently some lebor turnover wes probebly 
vweleomed, Abpenteeian beenuse of the liberal anmuel leeve and siek 
Leave polioles io not a reel problem ac such. A few figures wild 
illustrate thie, Each exployee is cranted 26 working deys « yerr 


anuuel leave; & paid holicnays oeeurring on the working deys are granted; 
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oxucluding holidays there ere ususlly 232 workin, days in @ year; the 
Aetivity must be pressred to conduct its normal routine with en average 
of 10.9% of its wrk force on leave. This presents a oroblen not 
always found in private industry. In the future, with a reusonebly 
stable working foree, more could be done in the enalysis of labor 
PuTrnover. 

Reelth ané safety practices, from whet is indicated in the ehoek 
list, eonform to the highest standards used in private industry. Both 
Aetivities were presented with the Secretary of the Navy's award for 
safety. The itene answered "no" were principslly matters of cegree 
rather then non-performence,. 

It is probably someobot of a natural phenonieton that the merit 
rusting eystem of en orgeunitation will elwags be Gubjeet to critiel sn, 
The efficiency ratin: of govermmont etployees os certainly cbteined 
{tu shere, however, from what ie inciceted in the check list, the 
Gyaten conforma to the seeepted and recommenced sractiews of private 
industry. It has been shown in studies that pacled retings” are 
generclly nore relisble. The use of euch pooled ratings might improve 
the system. 

The preeticea concernim, promotions, transfers, end lay- 
offa in the Activities, ae shown in the check Liat, have noat of the 
recomended fectures, As stated before, the severance polleyvy ia teo 
inflexibla. 

The practices of the Activities eoneerning morale srow e 


Couparstively low percentars of "yes" answers in table 15. This is 


ee 


2 Tiffin, Jozeph, 
Hell Ine., (1947 





indvatrial Paysholowy; New York, Prentice- 











Oe Per. 8 ee SS GEETON WRF YElemE WER Orns! PUMAt IW MOTD 
werrers 6) 20 etltnct Game 998 tet ef betes at fen Cone ree 
fee LUCIE DmtmNe TIM COTE de cere toe ae ve BELOS Ye 
Uden 6 She rut eet el tens! Steve ao Reo? oyerKe 
peal dy 4heuiees onf od 42 O08 Choe oeem jor cite alien 
et mbm hw“, 4» Ti, ep 
Senco? Gh RROD REAL 6) FREE HOw) ewer) Theta Bee et 
MO ROO ORO ET CP Seew boeetece tem, Oe 

rl me eel ett be tore oct Ais Referee Fee HOLE ereh 
 gegad Te eredtews Tim lewlne oven “ae? Dee Seer ae rote 
— -~ ee eee 
Cewree 060 bed Wewekcmeds Sito Ree © °1T Pewenns —EterEry Of TD 
ame A bre we unl aed Of weeelo Able mH (eRsdee~ee €F ‘Le GEPEYE PREP er 
fmeoiatin Qos iarune 6! Rewqaloee Seremreven be yRsiey yeeetesT IS ec 

_ gdh (00d Coede FOr et Soeesetet ot Oe are? Yorrerct oom ert 

Pe ee ee ee) 
wm “eentert below fend Aethetes) svent-aees ent 40 centeatal” 

Dr cond Pret Qnittéwe Galncy Stun Te eet OST LA ile tiee ence 1s lnm 
-- ef : = ea 

es ee ee Teas eee romene ae leresder S081fbet, a 

ate Ye seem oad el) eee ey ol eres 64 ,pedree send eae OF FRE” 
ee 6) EBLA0y OoPmerNTS 060 peeT ler (6TE28 Bh) ere SEENeeET 
alee 

oe oletecqaieeesans selyipitns ots Us testeeee eT 

1 400) Ao olin! ©) emewem Ce a 


ees», 
| 5a 
“conn dnd oll (peau aetaes Masaeauees atenae’ aIesdh  @ 














due to a nunber of questions dealing with morale surveys end the use 
to whieh such surveys are out. Hany well eatablished procedures are 
available for appraising the level of norele of employees.” Such sn 
appraise, should be a benefit to the manayement of both Activities. 

The suggestion system in use at the Naval Activities was revised 
shortly after the end of the war, The cheer iist semna to indicate 
thet this revision followed recommended practices, 

The services for employees and the edministration of the services, 
hayes every indication of being ontirely adequate and follow recommended 
procedures, Such services thet are usuelly recommended but not in uee 
et the Aotivities would be made evailable if desired by exyloyees or 
the ectual need for the service arose, 

Reeords sre ae necessity in any government orgenization. ‘The 
responses indicate that the records of the Activities follow recommenced 
practices, The use cof a qualificetion card” might yrove useful. 


#utensive use of IRM esras and esuipment is made by both Activities, 


A Comonrison of Personnal eractices between Activities 


The verietion of the reaponees to the cheel list questions is 
shown in éetail in tebles 1 through 15 (eee Appendix B). A summery 


of the ranponses ia shown in teble 16 (see Appendix B), These tebdles 


Show that the practices are more alike then could normslly be exnected 
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of two organiaaticns whose work and locetion ere wo different. 
Certsin noteworthy differences are indicated by resocnses to the 
check list. These differences ere as follows: 
1. MAIC has available for exnployees a atatement of 
personnel policies, 
2. NOPI does more checking of testa used in selection. 
3. References sre not checked orally at RAD, 
4 MNOPI hes 4 more ective program of follow-up of 
eelection procedures, 


S. The treining prozram of NOI extends te more enpleoyees, 





6. The reeors and classificntion of absences is more complete 
at NOPI. 
7. WADC keeps employees informed of future job vacancies, 
& NADC eleasifies and records violations of rules. 
9, HADC mekos appraigels of the morale of svpervigors. 
10. NAD provides counseling service to exployees to aid in 


pergonal problems, 


Tse appreieel contained in this secticn hes been formulsted 
from the answers end comments of the two Activities to the questions 
of the eheok list. The appraisel would not be cotplete without en 
estimate of the Induetrial Helations Depertmenta ag e whole. Based 
upon the general tenor of the snawers to the check list, the vre- 
dominance of "yes" answers, and the personal observation of the author, 
it is the euthor'se eonsidered opinion thet the personnel preetices of 
both Activities era, as @ whole, sound and that the Industrie] Relations 


Departments heve done, and ere doling, an excellent job. 
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LISCUBSION OF THE PROCKDURE 


The preperation of the cheek list sresented the major problem of 
thie thesis. The subsecuent appraisel of the two Navel Industrial 
Aetivities was performed to prove the feesibility of eyplying the 
procedure enc to cheek ita effectiveness. The precedure consietsa of 
answering the questions of the check list anc en analysis of the 
personnel practices inciested by the questicnas te which a clear~cut 
*yes" enswer cannot be given. 

The eheek list was not designed as a means of checking methods of 
performance nor as a means of analysis of existing conditions, The 
responses to the check list will show the anovraieer two thingss Whether 
or not the prectices egree in principle with whet is generally considered 
ecceptable, and whether or not practices which are used in other in- 
dustries mre used st the Activity concerned, 

The subseyviert analysis of “no™ anawers rust be thorough if any 
real good is to be accomplished. A "no" answer, indicsting the 
omiasion of s practice, does not necesanrily mean that thie practice 
should be performed, nor does a “no" anawer, indicating the non- 
adherence to a cenerally eaecceptable sractice, mean that the practice 
should be changed. The very nature of industrial relations precludes 
adherence to sony such bard and fast rules. The cheek liet can only 
serve se eae guide, An adequete analyeis ia necessary to determine the 
satisfactoriness cr unsetisfactoriness of any rperesnnel preetice or 
to deterzine the need of the practice, 

The application of the procedure to the Activities gave every 
incication that the cheek list provided ample coverage of the duties 


and functions of the industrial relations department and of the 
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aesociated personnel practices. The check list was equally applicable 
to eech of the Activities and aynpesars to secompligh the purpose for 
which it was designed. The reeults of the azsplicetion gives evidence 
of this statenent. 

There ere certain cautions to be observed in the use of the cheek 
list. The use of e percentezge of “yes" enswers ag a mark of effeetive- 
ness of an industrial relations denertment ia misleading. The number 
of answers possible to certain forme of guestions gives to theese 
questions a much grester weight then their importance warrants. A 
definite exenple of this is given in teble 16 (pee Appendix 8B) in the 
percentage of “yes answers in the sub-division, Labor Turnover, 
Abeenteeian and Tardiness. MALC hes « cercentage of 47.4% "yes" 
answers, NUPI has a sercentage of 64.2%. This difference ia caused 
by the enswers to «© question concerning the menner of recording 
absences, The percenteve does not give e true accounting, It wuld 
be an interesting field of atudy to evaluste the check list for its 
née us a test to determine the rank or effectiveness of industrial 
relationa departments, 

There are many variations of weanines given to terms used in 
personnel work, For thiz reason, the check liect ia subjeet to a 
certain smount of misinterpretuation as to the meaning of questicns 
anc to what constitutes a valid “yes” enswer. in using the cheek liat 
as a meane of comparison with other organizations this fact showld be 
kept in mind, 

The effectiveness of the use of the »rocedure and ita check list 
Gepends upon conscientious attention to the questions of the check list, 


The questions cannot be answered in en offhand manner. They recuire 
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thought end often enelysis. Doubtful cesses should always be answered 
"no," The anawer of “no” does not slways signify thet there is 
something wrong with the prectice with which the cuestion is concerned, 
but 1% does warrant investigation of the practice, 
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Tne only sound proof of the precedure woulé be 1%8 continued snd 
sueces?ful use. Mowever, from the application of the procedure certain 
tentative conclusions may be reeched. The ao-nroreh to the uroblem 
aepeers to be sound, and as demonstrated by the applientions, the 
proceedure and its check list cen accomplieh the designed purpose. 

The nature of the cheek list, in thet it apalies to the generel 
esgects of personnel practices, mexe it equally applicable to different 
types of Activities, The applicetions to two widely éifferent Activities 
Supports this conclusion, 

From the applications anc from the comments end opinicns of the 
personnel of the Activities, at which the check liet was applied, it 
eypears that the coverege of the check list is adeg ote and that the 
gheck list would be s useful tool in appraising, seraonnel sractices, 

The application of the check list shows conclusively thet the 
value of the cheek list would be enhenceé by a statistical evyaiustion 
of the weights of questions, Such en evalurtion would pormit tne 
elimination of many questions and reduce the length of the sheer list 
to @ more useful form. It would give tse apsraiser some indication 
of the importance of practices and allow a more objective en»raisal, 

The conscientious epplication ef the check liet will give a 
ecompariaon of the practices of the Activity to those considered 
ecceptable im orivate industry. It will denote whether or not the 
industriel reletions department is using practices which ere generally 
aceestable, It will indicate sractices which sre used in »rivate 


industry and not used et the Activity. "No" anewers iniicate srena or 
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practices which should be investigated, The cheek list mey be used as 

The check ligt can be a useful tool for personnel workers, It is 
@ guide to oid in the analysis of personnel practices, It will denote 
eress in which investicetion may prove profitable, Tha benefit thet 
may be derived from the use of the check list will depend upon the 
thoroughness of this investigation, The cheek list is not a cure, it 
ie only e weans of Giacnoging the ills. 

















The cheex list of queaticns of personnel practices is divided 
into the following subdivisions: 

1. General: Functions which coneern the departsent as m whele, 
including public reletiona. 

&. Organisation: A ¢heck on the orgenization of the Activity as 
it pertains to personnel reletions within the Activity. 

3. Reeruitment end Baployment: The proesdures used in reeruiting 
and employing workers, 

4. Placement and Induction’ The plecesent of ennloyees in tre job 
to whieh they are best suited and their introduction to the Activity 
and to their job. 

S Training: The industrial treining ene education cf exployees 
and managenent. 

6. Weges and Hourss The compensation and working houre of etployees, 

7. Labor Turnover, Absenteelen ond Tardinesa: Those practices 
pertaining to the listed conditions, 

8. Health: The meintenonce of health of exployees,. 

& Sefety: The naintenence of a ssfe place to work, 

10, Merit Kating: The eveluation of enployess. 

ll. Promotions, Transfers end Layoffs: The prectice pertaining to 
these items. 

12, Morele: The maintensnce of morrlie among exployees including 
éiacipline and grievanes bancling. 


13. Suegestions: The administration of a suggestion system. 
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The questions are to be anewered either "yess" or "no." The answer 
of "no" to the main question precludes the answering of the sub- 
questions, A “yes” answer indieates performance of an aeeeptable 
personnel practice or adherence to principles of good personnel 
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is the orgsnizaticn of the peracnnel Gepsrtment such 
that it erables the department to deat serforn 
its duties? 
Are the duties, resvonsibilities and authority of the 
personnel capartzent clearly defined? 
ls a .ritten etatenernt of sersonnel policy presented 
to «ll emloyees? 
Boes the stetement of oolicy have the following 
form or contents 

a A econiensed resdeble staterent? 

b. Definite, unembigious and eomslete? 


o In a form that is readily aveileble 
to employees? 


d. Based on & careful analyses of the objectives 
and needa of the Activity? 





@. Reasonably stable but not inflexible? 

S$ Is the csersonnel policy reviewed seriodicslily? 

6. In contacts with emsleyees coes the oeraonnel 
G¢oartment atterrt: 


a. To impress upon the erployee his importance 
in the Aetivity? 


b. To keep employees informed of informrtion of 
interest to them? 


co. To “sell” personnel policies? 


G To select cxrefully eny oral or written 
Steterentsa mede to exployeen? 


® To recognize an enployee aa sn individuel? 
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ll. 


12. 


13. 


15. 


16. 


f. To trest owployees 08 s group when desired 
by eaployees? 


Dees the perscnnel cepartrent, through coo, eretion 
with other departmenta and top mansgement, atteupt 

te stabilize exployment? 

Ie a feeling of job security pramotec anong wsployees 
in their relations with the versonnel cecartaent? 

Te elose contact mointained with plenning in créer 

to minimize overmanning anc sroperiy plan reerui tment? 
Ie a budget maintained and a cost analysis wace of 
the work of the personnel Cevartmert? 

Are records meintained im ce menner and for: which 
facilitates research? 

Are statistical snelyses of records mede based upon 
some sound eriteria to determine the worth of p:rectices? 
Is # continuinm: procrae of reseerch mainteined to better 
the personnel relations in the Aetivity? 

Is a continuing industrial reletions index or score 
sheet to show such factors es labor turnover, 
grievanees, sromotions, absentesiom, safety and other 
faetors maintained? 

is a continuin;:s and comprehensive prazrem of sralyatis 
of personnel oractices maintained? 

is a clese contast maintained with similer inéustries 
in order to sompare personel orectieess and to 


svyeluate own policies? 
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Is an eetive progrom meiataineé te promote better 
Le close contect mainteined with newaoaoere, radio 
stations, ete., of the comaunity? 

Is an effort mede to introduce into public 
communications ites of interest to the public 


end items of morale value to exployees? 


ORGANI ZATION 
Dees the organization have the smallest numoer of 
levels of the structure essential to sound operation? 
Hoes the orgenization place authority ac close as 
possible to the voint where action originates? 
Ie the suthority celegatec for latepencent ection 
to the Activity from the central suthority sufficient 
to Deet cerry out the funetions of the éctivity? 
Ie welatsé work grouped together under the same 
control? 
boes the organization structure clearly distinjuish 
between the functions of the stricture? 
toes the organization clearly sagarote planning 
from ,erformsnee fuacticns? 
Are the goels of tae orgenization establisived snd 
Yritten eo es te provide nears for « cefinite 


ayorsi@al of ite worth? 
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23. 


Deea the oxganitation srovise for racid transformation 
of information to control forma and revorts as this 
information moves upward? 

Dees the organiantion crovide for an optinum of 
individual pserfoxmente before resorting te 

group ection? 

Ie the organization primarily built eround 
functions rather than ean individual or grow 

of individuals? 

Are functions broken cown to @ point which insures 
balance, ond 6 minimwa of overlapping and 
duslication? 

Are responsibilities for functions stated es 
specifically as possible? 

is the authority and the limite thereof epectfically 
stated anc consistent with the resvonsibilities of 
the function? 

Does the form of the orgenization permit each 
ezecutive to exercige the maximum initiative 
within the limits of his delegnted euthority? 

Are the lines of reyorting clearly defined? 

fixe the linos of reporting euch that no pergon 
reports to more than one line evvericr? 

Does the organization provide for edecuste 


coordination of functicne? 
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Are lines of cemmuniertion as short ee possible? —_ ioe 
Noes the Activity meintein en up-to~date organization 
end lines of reporting? — 





Are responsibilities of executives enc mivervisors 
Clearly defined? —— 
44, Is the orgarizatioa flexible enough for promot 


eetion <hen changes occur? 
RECRUITS AND BIPLOYE ENT 


Do all jobe of the Aativity have titles? 


Ss & 


Are job titles, os civen, stendardigzed in so far 


as pos@ible with other industries? 


44, Ave job deacriptions made for each sow? as 


Do they give the followiayg inforwetiont 


a. Job titles, including the trade nick- 
names, clas@#ificetion mmber if any? 


db. Mumber of expleyess holcirge the job? 


¢ & ammery of the job, outlining rajor 
functions, tools, maehinory, sny 
especial 6quipee@nt. Whether or not 
tools and machines are those in general 
use or a,ecial purpe se? 


i ages aa RR EE 





LL. If enevrer to mention is “no® do not newer fub questions. 


2 Job svecifications end desoription might be one fora, 
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44, ad. Materials useé? 


e, teletionship of job to those jobs with which 
it is moct closely acszocieted? 


f. Prom whet jobs workers are promoted to job 
in question? 


& Training required? 

h, Amount and typos of eom ansation? 
i, Ueual working hours? 

je Working conditions? 





k, Their adaptability to hendicepped workers? 
45, Arve job syecifientions prepared for jobs? 1&2 
Le they give the following information: 

a Sex and sews preferredc? 

b. Physical characteristics required? 

e, Special physic+el charsetoristice? 

a@ Special eactions] sharactorlaetice? 

@, Speciel mental abilities? 

f. Special edueationnl characteristics? 

a Requirements va to experience and si11? 

h. Any characteristics peculiar to the job? 


46, Are wenning teblesa prepared? 











lL. If enewer to question is "no" do not anewer mud cuestions, 


2. Job specifieaticn and deseription might be one form. 
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57. 


Ave job specifiestions vritter wo in such a mnenner as 
to cover the abilities end qualities that en individvuel 
should possess in ordar to holc the job? 

Ave job snecifications presnres for use by personnel 
depsrtrest in sdyenee of hiring eendi dates? 

Are labor requirements estineted in advence ané 
investigstivns rede as to labor suprly available? 

Are methods of recruitment compared by some sound 
eriteris and ecvalueted as to setisfactcrizness of 
workers they ,roduce? 

Is en appliecetion blank used? 

Are studies mete cof the useful velue of itens 
fnelucded on spplicstion blenk s? 

Are employnent interviews used? 

Is the information ¢grined in the interview recorded? 
Are the estinttes and the appraisal by the interviewer 
of the pregpective eeployee recorded? 

Are follow-up studies, banged upon @ sound criteria, 
mate of the aopreiaal ef the interviewer ea te how 
satiaractory the worker turned cut? 

Are interviewers eerefully selected and trained? 

Are payctoleries] tests used in the selection of 
exnzglovees? 

Are trade tests used in selection of amsleyess? 

Ars tests vhich have been proven to be of use in 
aelettion for oa tyse of job investiceted for possible 


usa in the Activity? 


piv? 
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GS. 


66. 


57, 


Ave teste ueei checked as to effectiveness in 
obtaining desirable wx:loyees? 

Ave teete checked es te reliability end velidity 
by some valid criterie? 

Ave teste used designed for use in the Activity or 
for a particular job in the Activity? 

Are the results of tests used se e part of the 
vaeia for hiring? 

Are new exployees given a complete physicel 
exarination? 

Does physical exexination includet 


a. A check of ell physical characteristics 
necessary for the worker to do « job? 


be An examination of physical defecta end a 
record of any founc? 


¢, A complete aye exeninetion? 
Are references as to former employment (exserience) 
check ed? 
Is a guided (questionnaire) form of reference 
check used? 
Are character references used in selection? 
If used, are they checked by the Activity? 


Are references checked orally where poasible? 


rrr) 


iii 


oF RerTL of & ee hee ore esd 
tri ——l attends 

ef Let ory hae wtliahee © @) seem erred ota 
 Veewebew Gdaey eee wi 

Te PEOVER O58 St ote call lepers Bee aeeed ond 
OPO STONE at Ab Sal eelvwtProg 6 ext 

| @8f to tehy © ae 0640 Semed De Oi iceee eet oe 
Tetteal «ot 4tnce 

et tow eFetore © orrta erga wey ont 
(vo}v«01mme 





wevieet sot whens botewh soot ae 





tetteheteerads Dtieygie Lie te eee A eC 
WeL_e & ww eetere ee oo! Cee 


© bone efemete’ Lesion, Vo aeliecivese ch 
_ ew? ace te Sect 


8 deat dome one BMelemce & 
ware ine-se | Camcpolqao secweT wy kw canmesutas 093 
te tee 
caereren to ene! (eelewmoenen) ar oe « 0h 
eer erty 
Toeiton tee a) tren, CPeerET ey THtgemet ote 
Ore tei tee eee ul bedecden wee ope \deer 1) 
Welt ree certs ci dere boots areerrr in ott 








Thee 
75. 


76. 


77, 


deo valid tests used to detexmine the ability ef 
workers hired in order to place trem in jobs for 
waich they are beet fitted? 

Ave requisite physical characteristics included 
in job soecifications? 

Ie a quelification caré made up for each exployee? 
Ie ea set of Activity rules lsaued end explained 
to new expleyees? 

Ave the personnel policies expleined to new 

Is e@ printed nandbook or pemphlet availeble and 
furnished to new enployees? 

Ia the work of the plant and its importance 
explained te new enployees? 

Is the new employee formally introtused to 

his supervisor? 

Are new employees introcuced to their fellow 
workers? 

Ie the importance of sefety snd of sefe overation 
of equipment impressed uyon new exoloyees? 

Dees induction proce@urs include faziliurigaticn 


with plant? 
Does the femiliarization includes 


a. First aid station? 


b. Restroom facilities? 
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ce. Eating feeilities? 

a, Parking facilities? 

e. Tranvportation facili tics? 

ft, Operation of shere-the-ride plan? 
g Weering of badges? 

h, Reersetion facilities? 

i, Method of reverting to work? 

§. Methe’ of reporting absence? 


kk. Loention of his job anc ite immedinte 
surrounding s7 


1. An overall picture of the work of 
the Activity? 


m The position ef hia jcb in the 
overall picture? 


Are new enployees impresged with the importance of 
good attendanse records? 

Are the lines of promotion end promoticn possibilities 
explained to new workers? 

is the purpese and yolue of the officieney resort 
explained to new workers? 

Does the Activity offer counseling with the view 
of solving personel problems of new employees for 
such problems es housing, trenfportation, ets? 

le the new employee advised of eiployee services 
avsileble snd how he may use and profit by then? 
Ines the Activity eaintein an autometic follow- 


up on each new enployee? 
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83, Does this follow-up cheeks 


a The effectivenesa of selection 
and placerent? 


be The mornle of the wort er? 
eo. The poselbility of up-greding or 
rete changes? 
&. The exnployess adjustuent te the job 
and his general ebility in it? 
Bees followup continue until personnel advisor and 
supervisor believe the worker is qualifieé, discharged 
or transferred? 
Does the Activity maintain an aiequetes training 


period for each new etployee? 


GRALNING 
Does the Activity maintain - training civieion which 
1s organized enc administered in the personnel deourt- 
ment? 
Does the Aetivity maintain a systewatic training 
pregram which covers all employees and managanent? 
Does the seopo of the training oreogrum cover areas 
other then maehine akilis and teetrnicel training? 
la the training progres continuous? 
Does the training program omohasize supervisory 
training? 
Does the training departeent acoept responsibility 
for improvement of personnel in social skills 


and attitudes? 





{ 





aaling lee  Eeteeettartes 
ewer ly 


ee eo 


— Prayer tt 20 pdm nh of 


i al «D 


nemnee SESS", 


Ot er nt nlite Some ee 















ba vor Pm Levees Liha sentinel ws - 


Capes Ppl bleep QF eto om ess wares 
_ ewweleerw os 


wise efupels > clei ytyuper ese seul 
epee as am es Giey 


: counts 
tas a0 zhIvL pxnuret » esa Wenben 988 suet 
rem femmes «57 mI peeatutntmas haw ban ineaee 8) 
a 
Dita lent Sbhemediye 0 Stenalen qreines and anul 
CPErwEnes baw Seeyalom Lis aNETOS Kore emmyoy 
anwar err sage, (enh eas te oques axe aol 
Tal reyes eines <> MEO sahert oe cret 
Crete 
ct) Lithnar ary byqnee Fun Lees ee 
Ocli@ fatecy at Loanumeey Yo Serevent tt 
PemieG tits ban 


r 


& 5 " | 


= 


ae eee atl nl 


“| 





98, Is the training vrogrem based upon on analysis 
of aetuel needs of the Activity? 

te determine the best method of training? 

treining nseds? 





dueted before oroduction begins? 
Are the folloring texehing aids used by the 
training divletons 

6. Losson plans? 

b. Joh sheets? 

@. Filne? 

d. Cherta or posters? 

o. Nock-unpa? 

f. Drametisations? 

g Denovstrotionsa or observation trips? 

he. Cage atudies? 

i. Testa? 
203. oes the Activity rrovide efeguets facilities for 
the training division? 

a. Claseroone? 

bd. Training aide? 

@. Necessary toole end machinery? 
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ill. 


Is training division pleeed in the organization 
where it con best serve all the units of the 
ongenizeticn? 

Is the training Cirector in eae position in the 
organizetion such that he can properly suoport 
sound training policies? 

Bees the Activity conduct enprentice troining? 
Tees the apsrentice training program eonforn te 
standards for certification set by the Federal 
Comittee of Apprenticeshi;? 





In training personnel below the supervisory level 
in akille pertaining to their job, @oes their 
supervisor maintain nominel supervision of this 
training? 

Does the training division grant o form of 
recognition to these enployees completing 
training prograns? 

Does the training pregrom include training for 
promotion er for filling herdé-to-fili jeba7 
Does the Activity objectively ansiyze training 
to gee thet it has ececes;lished its mission? 
Does the training division provice aid for end 


advise exgloyees who swish to tee courses from 


outside esencies? 
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114. 


116. 


11%. 


i116. 


Are employees edvised of outside agencies con- 
ducting professional or educstional progrens 
which may be of ascistence to the employees? 
Is the cost of the training program computed end 
compared with savings which ere attributable to 
the program? 
Dees the Activity analyze the results of the 
training progrem a5 tos 

eo, Lecrning time? 

be Waste and spoilege? 

ce. Abscrteei an? 

& Labor turnover? 

@. Procuctivity? 
Lees the training of supervisors include? 

e, Treir adninistretive duties? 

b. Orientetion cf eployees? 

@. Ihren relations treining? 

ad. Technical subjects? 

e. Teacher training? 
Does the training progrem of the Activity 
provide the potentisl supervisors and skilled 
workmen necessary for contempisted future 
expansion? 
Under expanding conditions, does the training 
progrem have the flexibility necessary for treining 


em much increased anc green labor force? 
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Do the wages peid provide the Activity with the 
Clase of employee it desires? 

120, Do the wages peid employees excsed those pre- 
aerided as minimws by the Fair Labor Standarde Law? 





Are job clessifications used to determine wees 
paid en «ployee? —_ eas 
Are weve survoya conducted to establieh going 
rates for jobs? 
Do such wege surveys covert 
a. 411 jobs? 
b. Key jobs? 
c. Selected sarple jobs? 
Are waxe sceles based on! 
a. Sage surveys? 
vb. Leeisions of mansgement? 
e. Combinetion of the two above? 
: &. Gther mothod? 
125. How do the wages paid employees compere to the 
community rates for the jobds: 
a, Below average?” 
b. Average? 


Cc. Above average? 








3 A “yes” answer does not indicete an accepteble practice, 
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186. 


LEV. 


129. 


13. 


132, 


135. 


1%. 


In establishing wage puymente to employees sre 
any of the follewing job evaluation matheds used: 
a. Straight point system? 
b. Factor comperisen systen? 
ce. Kanking? 
a& Clessification system (job claeses)? 
Are ewployees paid st lenst txice e month? 
Are wage surveys conducted at least once eneh your? 
Are workers given severence pey when discharged 
through no fault of their ovn? 
Are most of the employees given paid vacations 
of et lezst two weeks? 
Are employees given at least @ix seid holidceys 
@ yeur? 
Arve the factors of akili, effort, responsibility 
and job conditions considered in cetermining the 
rate of pay of a job? 
Ave factors veed in evalusting jobe clearly 
cefined to perscne concucting o wage eveluation 
end, if poesible, objectively defined? 
Are men anc women pald the seme rates for psar- 
forwing the same job? 
is the reliability of job eveluationa cheeked 
by some sound eriterie? 
Are attezpta made to stabilize employment to 


give employees a feeling of job aecurity? 
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1397. Wherever possible, sre exployees guerantecd « 


136. 


146, 


141. 


145, 


144. 


145. 


ninimum ennusl wage? 
Within e wage clessification (basic rate) are 
the following given: 

a. Automatic Increase? 


b. Automatic inereese to midpoint 
then by merit? 


e. Increase by merit? 
Is overtize recompensed at 1¢ times basic rate? 
Io overtine distributed to workers on a paix 
tieculor job by rotation in #0 far es possible? 
Is the avernges work day eight houre or less? 
Is the nerasl work weex forty hours or lesa? 
Arve the wage policies cr#refully expreesed in 
writing end published widely to employees? 
Does each employee have the right to have his 
wage status reviewed et least once each year? 
Is the uoe of & wege incentive plen investi- 
gated end used when {t appears thet such a 
plen would be fessible and an ndvantage to 


both exployees anc managerent? 
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LABOR TURNOVER, ARGERTEZION AND TALDDINESS 


146. Does the Activity keep reeords on turnover by’ 
a. New hives? 
b. Re-hires? 
e,. Guite? 
ad. Discharges? 
e. Leyoffs? 
147. Is the Labor turnover measured by usval formulre? 
a. Net laber turnover 


Tot ementa X 100 
Averuge working force 


b. Turnover rate 


Fo 81 BG 7 
Avernugse 





rking fores 
ec, Ket labor turnover rate 


106 (Replacements-Unavoidsdle senrrations) 


Average force 

148. Are quits in the Activity clessified and recorded 
by reasons? 

149, Are discharges and layoffs recorded and classified 
by rersons? 

150. Does the Aetivity give exit interviews te all 
eployees? 

15l. Does the interviewer? 


a. Obtein end reeord ressons for quite 
or discharges? 


b. See that exnployee thorouxhly understands 
reeson for disehsnge or layoff? 
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1Si. 


158, 
155. 


154, 


156. 


157. 


@, Explxin faets of layoffe end how long 
they will last? 


a. Inveatigete placing of employee on 
other jobs? 


@. ln case of unsyoidebie layoffs or 
dischserges, atterct to keep employee's 
goodwill toward the company? 

Are exit interviewers especially treined? 

Are the ressons for turnover analyzed to 
determine causes? 

Ia a owmmary of facts, caueoas and stticna teen 
pertaining te turnover submitted to top management 
periodically? 

Boes the Activity meintain c daily report of 
sbaentee! an? 

Are absences recorded by! 

&. Keason? 

b. Departront? 

c. Day of week? 

a, Shift? 

e, Holiday? 

?, Vacation? 

g. Permission in sdvence? 

h. No permission in advyence? 

i. Weather? 

js Pay day? 

is the averege daily rate of sbsenteeian less 


than Sh? 
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188, 


168. 
164. 


166. 


166. 


167. 


166, 
16%. 


1”, 


Are abecntees tuterviewsd upen return to work? 
Is an abeentee recuired to cive ris reasons for 
absence tO & supervisor? 

Are reasons for absence analyzed to detertiine 
factors which nay be correstedc? 

Ig a summary of fucta, cauzeé nad actions taken 
reported to top managenent weekly? 

Are rewerds or comuenistione fur good attendance 
reeorde given to enrloyeest 

are reesrds of tardinesr meinted ned? 

are such records eclessified ss to reagone? 

Are TeRAORG Shalyved to determine fecetors which 
mey be corrected? 


is tardineés subject to Gisciplinary seticon? 


HEALTH 

Deos the Activity maintein a dispensary or 
firet sid stetion? 
Are the first sid facilities adequate? 
Are trained medical personnel in attendance 
during ell shifts? 
Are ndeguate and complete recorde kept of all 
erployee contacts with the health depertmert? 

a. Health? 

db. Accident? 


o. General? 
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17. 


L?2. 


173. 


L74, 


175. 


176. 


177. 


178. 


Does the Activity request or require e111 es ployess 
to use dispensary for all injuries no mutter how 
alight? 

Dees the Activity conduct annurl, or more fre- 
quent, physice] examinations of ail enployess? 
Are frequent inspections nede by the medical 
depsrbtrent to insure thet it has ‘nowladge of 

any unheslthy conditions? 

Does the medical depertment make a fermal report 
of say umhealthy conditions, and inelude in such 
@ report recomaencations for relieving this 
condition? 

Dees the mecicel department have the necessary 
authority in the Activity to insure clean sand 
sanitary sremises eepecially in connection 

with washrooms, locker rooms and eating 
fecilitiens? 

Ave the eating facilities of the Activity such 

ae to eneourage enployees to eat a proper mid= 
shift meel? 

Does the medical devartment conduct « continuing: 
and positive progres of hselth anc first sid 
eduestion for mployees? 

Are the enployees civen medienl exeminations after 
regoated or long absences dus to ill health to 
Getermine if exployee is physiesally able to return 


to work? 
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179. 


Ls. 


182, 


163. 


184. 


185. 


186. 


187, 


Ie it the policy of the Activity to re uire 
mineryisora to hsve exployess report to the 
Gisveneery at emy time sn employee aprenrs to 
be 111 or ineesecitated for work? 

Are sanitery facilities, restroows, janitor 
services and related services acequste for 

he working foree employed? 
Are employees encoureged to eeek advice from 
the medical department ebout their personnal 
health problema? 
Does the Activity provide complete medicsl care 
for employees injured on the isb or 111 from a 
eeuse “hich wesy be attributed to his enployment? 
Does the Activity grant paid sick laave to 
eiployees for at least two weekm per yerr? 
Are séequate rules provided to insure that 

such sick lesves ars not abused? 
oes the Activity provide for the distribution 
of salt tablets? 
woes the mediesl departzent conduct e continucue 
program of investicetion as to Beene to prevent 
industriel illness and whhealthly working 
conditions in the plsnt? 
Are all fecilities where work is normsily being done 
acecuately ventilated, heated and illwsinsted in 


keeping with the demands of the job? 
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Ie the frequency rate of accoidentes lese than the 
national everege for u eviparable diadaustry? 


) 
; 


Is the severity rats of sccidents less then the 









netionsl average for a comparable industry? 


( Hen-hours 


Tees the Aetivity employ = eafety engineer or « 
competent, sdscuately treiued esployee whore 


primary job is to prevent secicents? 





Dees the Activity have a erittex well rounded 
pregrem of safety and eceident prevention? 


Ar@ ell asel¢ents investizated Inmmedietely 





ami & written report made of each accident? 
133, Are ell accidents enelyced to determine the 
| eauree and possibilities of prevention? 
194. Are accigentsa analysed as tos 
&. Leorrtment? 
b. Shift end time? 
6. Jab? 
d. Persenel date of persons Livolveé? 
e, Borrines conditions? 
195. Isa report meade to ton management of aceidents, 
which includes enunes and means teken to prevent 


re-oeccurrence? 
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199, 


- FS 


203. 


Are syecial attention ené training given to new 
eaployees to insure eecident prevention end 
safety instruction? 

Are safety committees used? 

Do such comuittees incluce resresentatives from 
mansgenent, supsrvigion and ex sloyees? 

Ie a positive progrem conducted to make and 
keep 2ll employees sefety nindced? 

Are all safety rules ricorously enforced? 

Are sefety rules frequently reviewed? 

Are jobs end areas analyzed to determine 
edvisability of wearing personel safety 
devices such as sefety gogcles, asfety shoes, 
helmets, etc.? 

In industrial work erees, is the weering of 
asfety glasses manéstory of all people working 
in ox antering the area? 

When personal ssafety devices sre reyuired are 
such devices furnished by the plext or nade 
svYailable to enployees at not sore than their 
coat to the company? 

lé a positive srogrem conducted to show 
employees the need anc velue of exnfety devices? 
Does the safety pregran or a similer progrem 


atrezs the yalue of sood housekeeping? 
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209. 


#11. 


212, 


214. 


215. 


Are awards or recognition given to sections of 
the Activity: 

a. For sefety? 

be. For goed housek epi ng? 
Ioea the Activity encourage the suggestions of 
enployees for improvement of safety or for 
accident prevention? 
Are frequent and edeguate inspections made of 
all safety devices? 
Are safety inspectors provided with edequetely 
prepared written cheek lists for sefety 
inspections? 
Are employees given treining in fire fighting 
and use of fire fighting esuipment? 
Are fire prevention and fire fighting 
facilities adequate? 
Are such facilities periodically checked? 
Ara plans for the actions to be teken by exployoes 
in oese of major ensuslties vrepared, published 
and practiced? (Fire, explosion, ete.) 
Does the management insist that workers wear safe 
wearing: epparel? 
Does the menngement insist that rings, looge appsrel 
and other dangerous items not be worn sround 


machinery? 
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217. 


718. 
219. 


Toes the manegement ald and encourege acployees 
{in obtaining preseription sefety classes? 


VERAT RATING 
Doos the Activity use a formzl merit rating syste? 
Arve the purposes of the merit rating system clesriy 
defined and published to employees? 
Ave the itens on which employesa ure to be rated 
objectively defined where possible? 
Ia the merit rating plan used suiteble to the 
needa of the Activity? 
Is the reting system used prevsred for specific 
groupa of personnel, plant, office, supervisory, 
ete,? 
Lees the Activity have a thorough treining progrenm 
for raters? 
Ie the training of raters or the instructions 
to raters such that the rating is done in a 
unifors manner throuzhout the organization? 
When more than one rater has hed equal 
Opportunity of observing an employee is 2 
group rating (average of different reters, 
rating independently) used? 
ie the form used in ratins constructed in a 
menner that will terd to reduce the “helo 


effect"? 
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234. 


2066 


Ia the reliability of ratings cheek ed? 

Ia the distribution and yariebility of 

ratings checked? 

Le the distribution of ratings one which could 
be rensonably expected from m normal populeticn? 
Ie eeution used in the comocring of ratings of 
enployees on entirely cifferent jobe or in 
different devartnents? 

Are the mean, the distribution and variability 
of ratings of the yarious departzents compared? 
in the use of the merit system, are items which 
may be objectivoly determined by other methods 
used to supplement the merit rating of the 
individual? 

Are executives anc supervisors rated on 
efficiency in versonnel responsibilities es 
well ss other fectors? 

Does the rating system provide for the rater 
stating how well he ie acquainted with the 
exployee end the elreumstances uncer which he 
hes hed opportunity to judge hin? 

Loee the system provice for reting st Least 
twiee each year for all ampleyees rated? 

Does the system crovide for more frequent 


rating of new exployees than old employees? 
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£37, Dees the treining progres stroess 





288, 





245, 





a. The importance of basing ratings, 
whenever poseible, on facts rather 
than opinion? 

b. The necessity fer the rater to sake 
up his owm mind and not to be ine 
fluenced by others? 


eo. The importence of using the whole 
Spread on each item or trait? 


Are the merit retings of indivicusls discussed 
with them and specie] emphasi« placeé on how 
they may improve their retings? 

Is a method provided by which the serit rating 
of en exployee may be reviewed upon bis applie 


estion? 


PROMOTIOMS, TRANCYERS AND LAYOFFS 
Does a real, well defined, opyortunity for 
acvancesent exist Zor employees? 
Dees the Activity heve «a well defined written 
promotional volicy which extends in ita intent 
to all employees? 
Are the lines of promotion clenrly defined end 
published in an uncerstandsbie farn? 
Are forecasts made of future job vacancies snd 
yublished to wmployees? 
Arve employees eligible %o compete for vecancias 


in ell departmenta? 
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Is a complete effort meade to find ell exployees 
eligible fer a promotion and these people inforzed? 
Are the qualifications necesaery for promoticn 
objectively defined wherever possible? 

Are the qualifieaticns for promotion such thet 
the interests of both the exyloyee end the 
manegevsent are balanced insofer as practicable? 
In promoting in the stated policy cerried out 

in an explicit and impertial manner? 

Vhen the other quelificetions of candidates for 
promotion are approximately equal, is seniority 
weed to determine the :erson getting the 
promotion? 

Are the rulos for computing seniority clearly 
éofi ned? 

Are the rights entitled by virtue of seniority 
elearly defined? 

Ie the merit rating of an aenloyee usec as the 
priucipel basis for promotions? 

Are testa ssecifieslly desixuned for a carticular 
jod included in the qualifications for vromotion 
to the job? 

Does the menagement encournge umployeess to qualify 
for promotion by intre-plent training, self- 


training or treining in outside agencies? 
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2656 


Ie care taken not to oversel] the poseibility 
ef promoticn to employees? 

Is preference given to guelified eiployees in 
filling existing job yacancies? 

When vacancies exist in other Nevel Activities 
is preference given to present enployee rather 
than securing them from other scurees? 

Ie notification of vaeancies in other Navel 
Activities rade to employees? 

Tees the Activity have a well defined poliey of 
transfer within the Activity? 

Are yvaeancies filled by trenefer when possible 
and desired by a qualified asployee? 

Are qualified exployees eligible for trensfer to 
vyacencios to other Naval Aetivitics? 

Are requests for transfer within the Activity 
grented when fessible end it appears that the 
anployee has good and suffielent reasons for 
such & request? 

When a vacancy ozists end is requested by more 
than one qualified employee, is the etployee 

to be transferred determined in essentinlly the 
seme manner a8 for a promotion? 

is trenafer cf enployees used 25 # tool by the 
personnel cevartment to improve personal relations 


within @ devartrent? 
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267. 


27B. 


EUS 


Ie there a written and well cefined volicy which 
determines the eapleyses to be disecharved or laid 
off in the case of personnel cut beck sz? 

Is the policy carried out In an explicit and 
impertisl mennsr? 

Is only the employment bistory of an eiployee used 
to determine the versons to be effected in the 
layoff? 

When the layoff iz to be of & permanent ueture, 
does the personnel desartment eid insofar es 
possible in finding displecec eapleyees cther 
sarloyment? 

is grent weight given to the seniority of an 
@aployee in determining his status in a loy= 
off? 

In detorzining the eiployees to be laid off, is 
the procedure as feir te exployees as possible? 
Ara enoloyses allowed the right to diaplace 
persons lover in the vromotion ladder when 
sudject to layoff if under the policy the 
junior employee is more liable to leyoff? 

Are severance allowances peié to exployevs 

UpPOR permanent loss of employment? 

Yo severnnes allowances increvse with the 


Length of service of the envloyse? 
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Is the severence volicy fair to management in 
thet in case of stringent ent becks, a sompstent 
work foree containing key exployees will be 
retail nec? 


BOKALE 

Does the Activity meintein 2 continuing enc plenned 
program of attempting to maintain and tmporova the 
morelLe of enployses? 
Lees the personnel department attempt oeristiceally 
to ware « formal appraisal of morale? 
Does the sersennel department make rezorts to 
managesent on the results of the aupraisel of 
morale? 
Are appraisals made of the morele of supervi score? 
Nas a torale survey been conducted in the Activity 
by traineé porsonnel in the lest year? 
How fa the anelysie of «a morele survey or 
aporsigel used: 

a. To determine status of personnel relations? 

db. Satisfaetoriness of working conditions? 

c. Satisfactoriness of wages? 

d. Satisfectoriness of training proxren? 

& iffectiveness of current practices? 

f, Satisfactoriness of promoticnsa? 


@ Fields for future improverent? 
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261. Does the Activity counsel end advise employses on 
the following probleusi 


283, 





Re 
De 
Ce 
Ge 


ae 


Housi ng? 
Child-ecare? 
Transportetion? 
Legal? 
Medical? 


Dees the Activity? 


Be 


de 


Ce 


de 


Are the 


VITOR RM 


Expleia rules end pelicies of the 
Aetivity? 


Explein personnel polies es? 


Show employees the itportance of 
good attencance? 


Show employees the use to whieh 
their products are put? 


Appeal Gireetly to workars by poster, 
bulletins, etc., the importance of 
their work? 

ebova itexs included in the training 


ef supervisors with the view of insuring 


complote unierstanding by these supervisors? 


Does the Activity heve oan orgenization for the 


diseuseion of sn employee's problems with the 


view of 


2olving then? 


Dees the Activity heve a publics address system? 


Is thie 


eddress system used to furnichs 


a. Huste during workings hours? 


b, 


Nowa comcantators? 
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Does the Activity moke use of eployee-mansverent 
committees im morwle oreoblens? 

Dees the Activity sake reyorts to personnel to 
show the results of current work and how 1t 
compares with other actiriticas? 

Dees the Activity make use of exit interviews 
with the view of identifying exployee dis- 
satisfaction? 

Are owmmsries enc analyses made of these oxit 
interviews end recorded for use? 

Are rest periods provided during working hours 
to reduce fatigue and monotony? 

Dees the Activity maintain « plant magazine or 
nerspayer? 

Dees the Activity ralntein e magazine or newa~ 
paver at its own expense? 

Is a larger emount of space usec for Activity 
news and personml itema than for iteme pleced 
in for managenent? 

Do corraspondents for the newspaper represent 
the various departrenta? 

Tees the Activity have a forme] procedure for 
handling criovences? 

Does grievanoes procedure provide definite steps? 


Ie a definite time limit specified for each aten? 
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Are most grievances settled in the first step of 


es pace 


that the gerievence be formalized and out in writing? 


LBoes the final step provide for impartiel 


arbitration? 
Dees supervisory training incluiie complete and 


uniform inatruction in the grievance procedurs? 


Are tne existence of, and an explanation of the 


grievence proeedure given wide dissenination 


ewiongs exsployees? 


Are complete records of #11 formelized 


grievences raintained? 


Does the Activity heve a pubdlivhed formal 


echecule of peuelties in commection with 


diseiplinury policies with reessct to Activity 


rul e2? 


Are Activity rules reviewed at least once gach 


year? 


Are Violstiones ef rules recorded ani elessified 


ae tos 
he 
b. 


ts 


e 


Rule broken? 
Be artnent? 
Puniehnent given? 


age, seuree, langth of service or other 
porsonal data of the violator? 
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317. 





Way foremen administer limited discioiinary action? 
Ls the right of review of disciplinary section by 
committees or top manaca@aent eccorced to exployees? 
When Cischarge is used 28a s penalty is the wiployee 
accorded the right to s review through the chenrels 
of the grievances procedure or a similer procedure? 
Doos the Activity make « point of keeving employees 
informed and interested in thrift by giving advice 
on matters of personal finense and encouragitg 
savings? 


SUGGESTIONS 
Noes the Activity meintain an active and oromoteé 
suggestion program? 
Dees the Activity provide well located 
suggestion boxes? 
Are ewards for suggestions presented at Trecuent 
interyeis and in s menner which will stimulate 
intorest? 
Is nroteetion assured exployjes who develop 
patentable devi ces? 
Are noneteary swaerée based upon e percentage of 
savings to the Activity for suggestions for which 
gach sevings can be celculsted? 
De the fields in which ewerds are given for 
Sugwesticns cover enough itess to stimulate 


interest in ell the functions of the Activity? 
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Ave suggestions carefully eppraiced by an inpartiel 
Are the appraise] comaittee proceedings reviewed 
periodically by 2 high level executive to insure 
competent end fair appraisal? 

Are awards uporeved and presented by 2 top 

level executive? 

Are suggestions proceased quickly and evployees 
notified promptly of the action taken? 


BSPIAYES SERVICES 
Are exployee services orgenizec in sich e menner 
es %© eover sll employees whenever poseible? 
Before a service is installed ie the service 
ovjeetively anslyzed to determine thet « need for 
the service ectually exists? 
Whenever poesible cere employes desires determined 
for the planning of a service? 
Are the services provided consiztent with the 
objectives and policies of the Activity? 
Are services periodieslly enslyzed to deternine 
that they have the support and interest cf the 
eaployses? 
Are services installed only when they provide 


long time benefits? 
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aS 
Are services subjected to close ensiysie to determine 
whether or not the eost sould be better applied to 
ether ttens? 
De the service ettivities avoid the appearence of 
bensvolence end chert ty? 
Do service sotivities provides for mexzinunm ecployee 
perticicstion and siinietratvion? 
Dees the menegement provide for participation of 
eeoloyees in @ group heeslth or hospitalization plan 
which includes the families of the employees? 
Roes the mensgerent srovide for participation 
in group life insurence? 
Does the management sponsor a credit union or 
similar servi ce? 
Does the Activity maintein a eafeteria or similar 
eating service? 
Does the eafeteria »rovide wholesome meals et a 
cost which is less then the employee could axpect 
to be charged by an outside cate or cafeterias? 
fre the desires and opinions of emoloyees 
reLlicited ond used in the running of a enfeterin? 
is a recrentional program set up to give maximum 
coveracs to sanployses? 
Does the managerent oid groups of ecployees in 


setsinc up recreational clubs? 
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289. Are the faeilities of the Activity for 

840, Does the management provide means by which an 
explovee ney receive a reasonable and adecuste 
Dees the manegenent weintain a service to sid 
employees in finding adenucts housing? 

Are the acerued benefits of retirement or 








pensions given to the family of » deceszed 


onclovyee? 
Dees the services division mxintain close 





contact with community functions which are of 


interest to esployees? 





Does the services division promote a ressonable 
amount of social activities such as dances, 
dinners, ete., in whieh the femilies of the 
eployees may particicate? 


Does the serviees division sake note of and 





publish frets about recreations! fecilities of 


the community availeble to e>loyeas? 





Doee the managemont provide counseling service 


to emplovees to aiid in personel] oroblans? 


KECOLBS 





Ape personnel reeords of the Activity such that 


they fncilitate the meking of required reports? 
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248. Are records so filed end of such e form that they 
facilitate personnel rezearch? 
Are ,ereonnel recordcs acequate for #11 the normal 
requirenentea of the depertment; thet is, «ll 
normel reports can ba mede from existing records? 
Ave the necessary personnel records asintained 
Are the records of the verecunel desartment such 


that they lend theicelves to spsraisel ond review 





of industriel] reletions? 

352, Are personnel records checked serisdically with 
view of disposal of records nc longer of seny use? 

283, Is 6 comprehensive progrem of records disnozel, 
set up? 

S54, Are forms of records or reports reviewed 
periodically for completenesa and desirable 
ohenges? 

3554 Are personel files or folders meintainese on 
each anployee? 

S36, Are records kept in such o menner thet information 
normally desires can be easily obtained? 

337. Doee the personnel depsrtrent heve = progrem of 
retiresent of recorda to an ineetive status? 

358 ie 4 concensed personel record of each aexployee 
maintaines on a cerd or other type reeord of a tyre 


which fecllitates obteining information frayuently 


deai red? 
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Responses to Check List 


Table 2 Organization 
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